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Abstract

Training programs are most effective when they are purpose-driven, systematically
structured, and aligned with organizational goals. This Teaching Paper introduces two
practical tools—the Training Objectives Worksheet and the Session Planning Worksheet
—designed to help non-profit organizations design, implement, and evaluate training
initiatives. The Training Objectives Worksheet clarifies the overarching goals of a program,
defines measurable objectives, and specifies success criteria. The Session Planning
Worksheet breaks each session into its core elements: learning objectives, content overview,
activities, required materials, and duration. Drawing on insights from Bryson, Drucker, and
Kolb, this paper links theory to practice by illustrating how structured design fosters both
participant engagement and organizational learning. It also highlights common challenges
such as scope creep, unclear objectives, and overloading sessions, and offers strategies to
address them. Academics and practitioners will find this resource valuable for bridging

instructional design frameworks with real-world non-profit training needs.
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Executive Summary

Training in non-profit organizations requires more than enthusiasm and goodwill; it requires
structure. This Teaching Paper provides two worksheets that help non-profits translate
strategic priorities into effective training experiences. The Training Objectives Worksheet
ensures that each program is grounded in clearly defined goals with measurable success
criteria. The Session Planning Worksheet guides trainers in planning individual sessions,
ensuring that each has defined learning objectives, balanced activities, and appropriate
materials. Together, these tools promote systematic, learner-centered training programs that

improve both short-term outcomes and long-term capacity.

Purpose and Learning Objectives

This Teaching Paper aims to strengthen the design of non-profit training programs by

providing adaptable, practical tools. Readers will be able to:
e  Develop clear training objectives aligned with organizational goals.
*  Plan individual training sessions using structured templates.
* Balance learning content, activities, and resources effectively.

e  Recognize and address common pitfalls in training design.

Background and Context

Training design has been widely studied in organizational and educational literature. Bryson
(2018) stresses the importance of aligning training with strategic objectives to maximize
organizational performance. Drucker (1990) reminds us that clarity of purpose is the
foundation of effectiveness, a principle directly applicable to training design. Instructional
design models, such as the ADDIE framework (Analysis, Design, Development,
Implementation, Evaluation), provide systematic methods to create training that is both
impactful and sustainable. Kolb’s (1984) theory of experiential learning underscores the
value of structuring sessions around active, reflective, and applied learning experiences. In

the context of non-profits, where resources are limited and training audiences are diverse,
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these frameworks need to be simplified into usable worksheets that practitioners can readily

apply.

Practical Guide
Training Objectives Worksheet

Training Program  Objective Objective Objective Success
Title 1 2 3 Criteria

How to use it:
1. Enter the training program title.
2. Define up to three core objectives that the program seeks to achieve.

3. State clear success criteria (e.g., measurable changes in knowledge, behavior, or

performance).
4. Use the completed worksheet as a foundation for all subsequent session planning.

Session Planning Worksheet

Session Learning Content Activitie Materials Duratio
Title Objectives Overview S Needed n

How to use it:
1. Write a descriptive session title.
2. Define specific learning objectives for that session.
3. Outline the key content to be covered.
4. Plan 2-3 activities that balance theory and practice.
5. List all materials needed in advance.

6. Indicate the session’s planned duration, ensuring feasibility.

Case Study
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A community-based organization in Latin America used these worksheets to develop a
Volunteer Leadership Training Program. In the Training Objectives Worksheet, they
identified three goals: (1) enhance volunteer project management skills, (2) strengthen
communication and teamwork, and (3) build confidence in leading community events.
Success criteria were defined as improved volunteer self-efficacy scores and higher
retention rates. Using the Session Planning Worksheet, they designed six sessions blending
interactive workshops, role plays, and case studies. As a result, volunteers reported a 35%

increase in confidence and project outcomes improved measurably.

Common Challenges and Tips

*  Unclear objectives: Avoid vague goals; use measurable outcomes.

* Overloaded sessions: Limit sessions to 2—3 core objectives and avoid excessive

content.
* Insufficient activities: Include practical exercises to reinforce learning.
*  Underestimated time: Always test timing in advance; allow flexibility.

*  Missing resources: Prepare materials beforehand to avoid delays.

Reflection Questions

1. Are your training program objectives clearly measurable and aligned with

organizational goals?

2. How do your planned activities reflect different learning styles (visual, auditory,
kinesthetic)?

3. What risks could derail your training program, and how can worksheets help mitigate

them?

4. How can success criteria be linked to monitoring and evaluation frameworks?

Limitations and Considerations
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These worksheets provide structure but should not be applied rigidly. They may
oversimplify complex training programs and require adaptation for cultural or contextual
factors. Additionally, while measurable objectives are valuable, not all training outcomes

(such as motivation or confidence) are easily quantified.

Academic Value

This Teaching Paper demonstrates the intersection between instructional design theory and
non-profit practice. It translates academic frameworks like ADDIE and experiential learning
into accessible tools for practitioners, while also contributing to the scholarly literature on

applied training design.

Conclusion and Next Steps

Effective training design begins with clarity of objectives and detailed session planning. By
using these worksheets, non-profits can create programs that are systematic, learner-
centered, and aligned with organizational goals. The next step is to integrate these
worksheets into broader training cycles, including needs assessments (Teaching Paper 01)

and evaluation frameworks.
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